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Service Improvement Planning
Objectives

The trainee

determine the building restructuring
needs of special and general education
professionals, related service professionals,
paraprofesionals, parents, and others.

identify methods of acquiring identified
building needs.

use a systematic process for delivery of
inservice training to general and special
education, related service professionals,
parents, and paraprofessionals.
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A philosophy . . .

a goal or aspiration.

expresses the beliefs and or the
attitudes of developers.

names or describes a strategy
for achieving the goal.

Service Improvement Planning Trainee Workbook

9



Identify a Vision

We believe . . .

all students can learn.

all students have the right to pursue an
independent and productive lifestyle.

interactions between all students,
regardless of culture, religion, or disability

are necessary to foster positive attitudes.

Service Improvement. Planning Trainee Workbook
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Our Mission Statement . . .

We recognize that students enter our s.,hool
with differing background, needs, and
potentials. We recognize that our students
learn at different rates and in different ways.
Based upon these beliefs, we will provide
learning experiences that promote and
demonstrate:

decision-making and problem-
solving skills,

proficiency in communication and
academic skills,

respect for self, others and the
environment, and

an appreciation for our American
heritage, its ideals, and multi-
cultural richness

Service Improvement Planning Trainee Workbook



Our Vision

Based on our beliefs and mission statement
our VISION is a . . .

a school where differences are
respected, attended to, and celebrated
as opportunities for learning.

a school where everyone (students,
faculty, staff, and administrators) is
actively engaged in teaching
and learning.

a school where a community of learners
work together to achieve their goals.

Service Improvement Planning Trainee Workbook
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Creating a School Vision
Directions: Encourage all team members to examine and state their beliefs and values
concerning the purpose of education. List all beliefs shared by the team. Based of the
beliefs shared by the team, write a mission statement that clearly describes the function of
the school. Finally, capture those beliefs and dreams in a VISION statement that describes
what your school could look like in the future.

WE believe:

Based on our beliefs the mission
for our school is:

Our VISION for the future is:

Service Improvement Planning Trainee Workbook
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A need is...

the discrepancy between "what is"
and "what could be."

Service Improvement Planning Trainee Workbook
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Building a School Profile
Directions: Describe your school and surrounding community by providing

the following information.

Section I-Community Information

Name of community: Anywhere, USA

Location of community: South Central USAs

Population (number and composition): 4,000; approximately 10% minority
(Native American, Afro-American, Spanish speaking American) 1% migrant
farm workers.

Principal Businesses/industry: Fox Creek Nuclear Power Plant, USD #194,
Agriculture (cattle, wheat, corn, truck farming, apples, pecan, walnuts),
National Guard, hospital, Puppet Factory, Collegiate Sportswear, Popcorn Factory

Shopping: Places, 2 hardware stores, limited specialty shops, liquor stores,
grocery stores, farm store, discount store

Recreational opportunities: Recreational center, lakes (boating,swinning,
skiing), swimming pool, soccer fields, baseball fields, 2 golf courses, Senior
Citizens Center, bowling, Flint Hill Opera, travel, movie theater, skating

Public transportation:
Senior Citizen
Recreation Bus

Educational Facilities:
3 preschools (1 private)
1 elementary school
1 middle school
1 high school
1 junior college

Service Improvement Planning Trainee Workbook
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Section II- School Information

Name of School: Anywhere Elementary Grades Served: K - 5, Early (3 -4 yrs)
Location: Center of town within walking distance of fast food restaurants and shops
Number of students (include composition): 485-500 (minority 10% - Native Ameri-
can, Afro-American, Spanish speaking American, 1% migrant farm worker children)
Professional/paraprofessional support:

5 cooks 2 counselors
1 principal
2 psychologists
1 nurse

2 secretaries
1 SLP
1 vision consultant

5 custodians
2 music teachers
2 PE teachers

22 reg. educ. teachers
5 SPED teachers 2 Chapter 1 teachers

13 paraprofessionals 1 librarian
Courses/subject areas/related services offered:
math technology independent study science
reading spelling language arts creative projects
PE/health music/art library soc'l study/f n
lang
Inventory of classroom teaching practices:
Cooperative learning groups Small group Instruction
Peer tutors Individual instruction
Large group instruction Field trips, special projects.
Behavior management strategies:
Students, with teacher guidance, develop clasroom practices on first day of school
Rules are posted in each classroom
School rules such as "quiet zone," "walk in the halls," etc. are also posted
Appropriate behavior role playing
Certificates for good citizen of the week, monthly for outstanding achievement
School mission statement:
We recognize that students enter our school with differing backgrounds, needs and
potentional. We recognize that oour students learn at different rates and in different
ways. Based on these beliefs, we will provide learning experiences that promote
and demonstrate: decision making and problem solving skills; proficiency in com-
munication and academic skills; respect for self, others and the environment; and an
appreciation for our American heritage, its ideals, and multi-cultural richness.
Physical layout of the school:
Include a mop of the school including use of all space and inventory of specialized
equipment (computers, AV equipment,etc.). Indicate the typical or actual student
and teacher/staff assignment to each space and the grade or subject matter typically
taught in each space. Use the back of this page or include an additional page.

Service Improvement Planning Trainee Workbook
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Section III-Student Information
Students identified as having a disability but NOT attending their *home school.

Age Grade Exceptionality Attendance Center Placement Reason

10 5 SED Elementary Alternative placement
4 pre SLP Elementary Parent request
4 pre SLP Elementary Parent request

*School the student would attend if he/she was not identified as having a disability.

Students identified as having a disability and attending their home school.

Type of
Primary
Placement Reason

Age Grade Exceptionality % Reg. Class Support (if pull-out)

Pre(7) Lang. delay 100% Lang.development
Pre(1) ADD 100% Behavior management
Pre(1) Speech/lang 100% Artic. & language
Pre(1) Hearing Impaired 95% Communication Speechreading
Pre(1) Physical Disabilities 100% Physical independence

1(2) Speech/lang 95% Artic. & language Articulation
1(2) Speech 95% Articulation Articulation
1(1) SED/ADD 100% Academic/crisis Crisis
1(1) HI 95% Communicaton Speechreading
1(1) SMR 95% Social, Funct'l,Com. Physical Therapy

2(1) SLD 100% Reading recogn.
2(1) Gifted 95% Enrichment Creative projects
2(1) SED 95% Academic/coping Counseling
3(2) MR 100% Academic

3(4) SLD 100% Reading; Math; Written
3(3) Gifted 95% Enrichment Creative projects
3(1) Speech/lang 95% Language Voice
3(2) MR 100% Academic

4(5) SLD 100% Reading; Math; Written
4(2) Speech/lang 95% Language Artic.; Fluency
4(2) MR 100% Academic
4(1) SMR 80% Social, Funct'l,Com. Community
4(1) Gifted 90% Enrichment Creat. Projects,

Indep. Study
5(7) Gifted 90% Enrichment Creat. Projects,
5(2) MR 100% Academic Indep. Study
5(3) SLD 100% Reading; Math; Written
5(1) Speech/lang 95% Language Artic.

Service Improvement Planning Trainee Workbook
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Building a School Profile
Directions: Describe your school and surrounding community by providing the following information.

Section I - Community Information

Name of community:

Location of community:

Population (number and composition):

Principal Businesses/industry:

Shopping:

Recreational opportunities:

Public transportation:

Etiucational Facilities:

12
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Section II- School Information

Name of School: Grades Served:
Location:

Number of students (include composition):

Professional/paraprofessional support:

Courses/subject areas/related services offered:

Inventory of classroom teaching practices:

Behavior management strategies:

School mission statement:

Physical layout of the school: (include map on the back of this page)

13
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Section III-Student Information

Students identified as having a disability but NOT attending their *home school.

Age Grade Exceptionality Attendance Center Placement Reason

*School the student would attend if he/she was not identified Ls having a disability.

Students identified as having a disability and attending their home school.

Primary
Type of Placement Reason

Age Grade Exceptionality % Reg. Class Support (if pull-out)

14
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The Inclusive School Checklist

Name of School: Date.
Directions: Reflect on the typical activities that currenty exist in this school. Respond to each statement using the
scale provided. Place a star next to the items that the team wishes to improve.

9 8 7 6 5 4 3 2 1 0
Always Almost all Most of Some of Never Not

the time the time the time Applicable
Always No exceptions; occurs 100% of the time
Almost all of the time Occurs 80-90% of the time; 1-2 exceptions /10 opportunities
Most of the time Occurs 60-70% of the time; 3-4 exceptions/10 opportvnities
Some of the time Occurs less than 50% of the time; more than 5 exceptions/10
Never Does not occur
Not applicable Does not apply to this school

School Environment
All students with disabilities. . .

1. attend their neighborhood school. 9 8 7 6 5 4 3 2 1 0

2. follow the same routine for arrival and
departure as other students. 9 8 7 6 5 4 3 2 1 0

3. eat with nondisabled peers in the cafeteria. 9 8 7 6 5 4 3 2 1 0

4. attend recess with nondisabled peers. 9 8 7 6 5 4 3 2 1 0

5. participate with peers in assembies,
programs, and special events. 9 8 7 6 5 4 3 2 1 0

6. accompany nondisabled peers on
field trips. 9 8 7 6 5 4 3 2 1 0

7. participate in school clubs and extra
curricular activities with nondisabled peers. 9 8 7 6 5 4 3 2 1 0

8. are supported by a team of professionals. 9 8 7 6 5 4 3 2 1 0

Classroom Environment
All students with disabilities. . .

1. are assigned to class with same age
nondiabled peers. 9 8 7 6 5 4 3 2 1 0

2. arrive in classroom for instruction at the
same time as nondisabled classmates. 9 8 7 6 5 4 3 2 1 0

3. are seated in a location to facilitate learning. . 9 8 7 6 5 4 3 2 1 0

4. are seated where interactions with nondisabled
classmates can easily be facilitated. 9 8 7 6 5 4 3 2 1 0

Service Improvement Planning Trainee Workbook
15
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The Inclusive School Checklist
Page 2

5. engage in classroom activities at the same time
as nondisabled classmates. 9 8 7 6 5 4 3 2 1 0

6. make classroom transitions along with nondisabled
classmates. 9 8 7 6 5 4 3 2 1 0

7. are expected to follow the same rules as
nondisabled classmates. 9 8 7 6 5 4 3 2 1 0

8. participated in the same classroom routines as
nondisabled classmates. 9 8 7 6 5 4 3 2 1 0

Instructional Design and Delivery
All students with disabilities. . .

1. have IEP objectives implemented in the
regular education classroom. 9 8 7 6 5 4 3 2 1 0

2. have materials adaped to meet their needs. 9 8 7 6 5 4 3 2 1 0

3. use alternative communication modes if needed. 9 8 7 6 5 4 3 2 1 0

4. receive instruction with nondisabled peers in a
variety of instructional arrangements. 9 8 7 6 5 4 3 2 1 0

5. enage in activities, intructional arrangements, and
use materials that are age appropriate. 9 8 7 6 5 4 3 2 1 0

6. have classroom teachers take part in their
instructional planning. 9 8 7 6 5 4 3 2 1 0

7. have classroom teachers take part in
implementing their instruction. 9 8 7 6 5 4 3 2 1 0

8. have classroom teachers take part in evaluating
their progress. 9 8 7 6 5 4 3 2 1 0

Peer Involvement
All students with disabilities. . .

1. are involved in peer tutoring activities with
nondisabled peers. 9 8 7 6 5 4 3 2 1 0

2. participate with nondisabled peers on class projects,
special assignments, and other classroom activities. 9 8 7 6 5 4 3 2 1 0

3. actively participate in cooperative learning activities
with nondisabled peers. 9 8 7 6 5 4 3 2 1 0

Service Improvement Planning Trainee Workbook
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Inservice Development Outline
(Example)

Directions: Use the following questions to develop a staff insevice plan. Place an X
next to the response that best describes your inservice plans. Provide
additional information in the blank spaces provided.

Concern: What prompted the need for the inservice:
Staff request for training in using peers as tutors for students
with diverse learning abilities.

1. How do you plan to determine the need for inservice training?

X A. Formal assessment
B. Questionnaire
C Informal information (specify: )

D. Observed behavior (specify: )

2. To whom are you planning to provide training? Check all that apply.

X A. General education staff
B. Special education staff
C Students without diverse learning abilities
D. Support staff (specify: )

E. Related service staff (specify: )

F. Parents of students without diverse learning abilities
G. Parents of students with diverse learning abilities
H. School administrators
L Others (specify: )

3. What is the general attitude of the intended audience toward the subject
of the inservice training?

X A. Positive
B. Neutral
C Negative

25 41°
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4. What is the primary purpose of the inservice?

A. Attitude change
X B. Increase knowledge
X C. Teach skill(s)

D. Facilitate implementation of a skill or skills
E. Evaluate implementation efforts

5. What is the overall goal? (What do you expect to do?)

train teachers to effectivelly use peer tutors

6. What type of inservice format is planned?

A. Informal (1:1 talk or conference)
B. Presentation

1/2 hour
1 hour
2 hours

X C. Workshop
1/2 day
1 day

D. Other (specify:

7. List the major points to be made or content to be covered?

1. General information on peer tutoring for students with diverse
learning abilities.

2. How to choose peer tutors.

3. How to train peer tutors to work with students with diverse
learnMg needs.

4. How to evaluate peer tutors.

4=1111.,
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8. What type of media or materials will you need?
Check all that apply.

A. Live presentation
B. Slides (specify:

X C Video tape (specify: Peer Interactions

X D. Overheads (specify:Series to include stragegies for peer tutoring

X E. Guest speaker (specify: P. Speaker

F. Other (specify:

9. How will you evaluate your inservice training?

A. Short questionnaire (specify: verbal or written)
X B. Checklist (specify: consumer satifaction survey

C Observation (specify:
D. Student change data (specify:
E. Other (specify:

10. When will the inservice occur?

A. Before school
B. After school

X C During school day (specify: morning

D. Scheduled meeting (specify:
E. Other (specify:

11. Where will the inservice occur? Specify location.
Middle School library
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Inservice Development Outline
Directions: Use the following questions to develop a staff insevice plan. Place

an X next to the response that best describes your inservice. Provide
additional information in the blank spaces provided.

Concern: What prompted the need for the inservice:

1. How do you plan to determine the need for inservice training?

A. Formal assessment
B. Questionnaire
C. Informal information (specify:
D. Observed behavior (specify:

2. Who are you planning to provide training to? Check all that apply.

A. General education staff
B. Special education staff
C. Students without disabilities
D. Support staff (specify:
E. Related service staff (specify:
F. Parents of students without disabilities
G. Parents of students with disabilities
H. School administrators
I. Others (specify:

3. What is the general attitude of the intended audience toward the subject
of the inservice training?

A. Positive
B. Neutral
C. Negative

Service Improvement Planning Trainee Workbook
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4. What is the primary purpose of the inservice?

A. Attitude change
B. Increase knowledge
C. Teach skill(s)
D. Facilitate implementation of a skill or skills
E. Evaluate implementation efforts

5. What is the overall goal? (What do you expect to do?)

6. What type of inservice format is planned?

A. Informal (1:1 talk or conference)
B. Presentation

1/2 hour
1 hour
2 hours

C. Workshop
1/2 day
l day

D. Other (specify:

7. List the major points to be made or content to be covered?

29 110
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8. What type of media or materials will you need?
Check all that apply.

A. Live presentation
B. Slides (specify:
C. Video tape (specify:
D. Overheads (specify:
E. Guest speaker (specify:
F. Other (specify:

9. How will you evaluate the inservice training?

A. Short questionnaire (specify:
B. Checklist (specify:
C. Observation (specify:
D. Student change data (specify:
E. Other (specify:

10. When will the inservice occur?

A. Before school
B. After school
C. During school day (specify:
D. Scheduled meeting (specify:
E. Other (specify:

11. Where will the inservice occur? Specify location.
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Pre/Posttest
Directions: Please circle pre or post test before answering these questions. Then
circle T if the answer is true or F if the answer is false.

T F 1) Change occurs when a dedicated group of individuals
collaborate.

T F 2) The process of change creates anxiety without a clearly stated
vision.

T F 3) A lack of knowledge of available resources to facilitate
change increases frustration among faculty and staff.

T F 4) The process of change (moving from one way of doing things
to a different way of doing things) takes about one year.

T F 5) The school administrator is responsible for determining
needs of the faculty/staff to facilitate the process of change.

T F 6) An action plan organizes school priorities and provides a
vehicle for determining inservice needs.

T F 7) Resistance to change is increased unless monetary incentives
for implementing the change are provided.

T F 8) When planning the content of an inservice, consider the
interests of the target audience.

T F 9) Evaluation of inservice training can be conducted through a
variety of methods, however, the most thorough method is a
questionnaire.

T F 10) A needs assessment is used to establish objectives for
inservice training pertaining to classroom organization.

,AMIENV
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1.0 OVERVIEW

1.1 Objectives

Service Improvement Planning
Objectives
Page 1 - Trainee Workbook

The trainee

0 determine the building restruc-
turing needs of special and general
education professionals, related
service professionals,paraprofes-
sionals, parents, and others.

IJ identify methods of acquiring
identified building needs.

use a systematic process for delivery
of inservice training to general and
special education, related service
professionals, parents, and
paraprofessionals.

1.2 Pretest

Optional - see Pre/Posttest Section

***..\,,"\ei

T#1

Service Improvement Planning
Objectives

:The trainee

determine the building restructuring
needs of special and general education
professionals, related service profes-
sionals,paraprofessionals, parents,
and others.

identify methods of acquiring identified
building needs.

use a systematic process for delivery of
inservice training to general and special
education, related service professionals,
parents, and paraprofessionals.

Service Improvement Planning Trainer Guidelines
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2.0 Restructuring to Accommodate
Change

2.1 Managing Change

la A primary force propelling school
restructring is the need to prepare
students for a productive life in an
increasingly complex society. The
decision to change is the first step.
This module is designed to aid
teams of individuals within a
building plan change.

1:I There are not many words in the
English language that evoke as
much emotional response as the
word "change." Some of these
emotions are fear, acceptance,
enthusiasm,reluctance, ambival-
ence, and resistance, both passive
and active (Villa & Thousand,
1992).

0 Change is not something that can
be accomplished overnight, in a
matter of afew days , weeks, or even
months. Rather it is a process that
takes time, sometimes even years,
to accomplish.

0 Change is highly personal. It is not
about things,but is primarily about
individuals and their beliefs and
actions. Change affects people and
is viewed differently by each indivi-
dual and requires personal growth
(Hall, & Hord, 1987).

Service Improvement Planning Trainer Guidelines
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7142 Managing Complex Change
1 Page 2 - Trainee Workbook11.111UN

1:1 Managing complex change success-
fully requires that all essential ele-
ments be operational.

Change requires a vision: a written
statement of what is to be accomp-
lished.

Change requires skills: the abilities
or competencies necessary to accom-
plish the vision.

Change requires incentives: some-
thing that motivates a person to
take action.

Change requires resources: people,
materials, equipment, facilities,
services, etc., that are available or
can be made available, or are neces-
sary to accomplish the vision.

Finally, change requires an action
plan: a document that identifies
steps to achieving the vision, stra-
tegies for achieving the vision, reso-
urces needed for achieving the
vision, time lines, and a method of
evaluating the plan.

When any of the essential compo-
nents are missing, undesirable
emotional responses to change may
occur.

For example, without a visio confus-
ion typically results.

I 8 I
II
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T#2
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When the skills necessary to realize
the vision are lacking individuals
tend to become anxious.

When appropriate resources are not
available frustration may follow.

Without a vision confusion develops.

Lack of a plan makes individuals
feel that they are on a treadmill;
moving but not getting any where.

The following guidelines and acti-
vities are provided to aid teams in
identifying a restructuring vision,
determining crucial staff skill needs,
providing incentives, allocatin resou-
rces, and writing an action plan.

2.2 Planning Based on a Vision

CI As student populations become more
diverse and the number of students
identified with diverse learning
needs increases, the "traditional
school model" is increasingly being
questioned as an effective means of
delivering educational services.

In light of this, many schools are res-
tructuring to accommodate the div-
erse abilities of students. To begin
this process, identify the belief struc-
ture or vision of the school.

Planning change based on a vision
provides schools direction, forward
momentum, and an opportunity to
create innovative solutions to

Service Improvement Planning Trainer Guidelines
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today's challenges.

A philosophy...
Page 3 - Trainee Workbook

Ca A vision begins with a philosophy. A
philosophy is a set of values, beliefs,
and attitudes held by an individual
or group, in this case, as it relates to
the purpose of school, to guide one's
conduct and thinking.

A school's philosophy of its purpose
forms the basis for the vision of that
school.

CI A philosophy . . .

is a goal or aspiration.

expresses the beliefs and or the
attitudes of the developers.

names or describes a strategy for
achieving the goal.

A vision that reflects the thinking,
beliefs and values of the individuals
who comprise the school underpins
the school's restructuring efforts.

Identify a Vision
Page 4 - Trainee Workbook

Ll Beliefs and values held by the mem-
bers a school community effect the
goals identified. Common beliefsand
values should be identified and shared
for a common contribution.

T#3

A philosophy...

a goal or aspiration.

expresses the beliefs and or the
attitudes of developers.

names or describes a strategy
for achieving the goal.

T#4

Identify a Vision

We believe .

all students can leant.

all students have the right to pursue an
independent and productive lifestyle.

interactions between all students,
regardless of culture, religion, or
disability are necessary to foster
positive attitudes.

Service Improvement Planning Trainer Guidelines
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T#5
Our Mission Statement ...

We recognize that students enter our school
with differing background, needs, and
potentials We recognize that our students
learn at different rates and in different ways.
Based upon these beliefs, we will provide
learning experiences that promote and
demonstrate:

decision-making and problem-
solving skills;

proficiency in communication and
academic skills;

respect for self, others, and the
environment; and

an appreciation for ourAmerican
heritage, its ideals, and multi-
cultural richness.

LI For example, some beliefs identified
by one school in the process of
restructuring include:

All students can learn.

All students have the right to pursue
an independent and productive
lifestyle.

Interactions between all students
regardless of culture, religion, or dis-
ability are needed to develop positive
attitudes.

Our Mission Statement
Page 5 - Trainee Workbook

CI The mission statement combines the
beliefs and values of the creaters.

We recognize that students enter our
school with differing backgrounds,
needs and potentials. We recognize
that our students learn at different
rates and in different ways.

CI The mission statement also provides
statments of intent.

Based upon these beliefs, we will
provide learning experiences that
promote and demonstrate:

decision-making and problem-
solving skills;

proficiency in communication and
academic skills;

respect for self, others and the envi-

Service Improvement Planning Trainer Guidelines
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ronment; and an appreciation for the
American heritage, its ideals, and
multicultural richness.

rr" Based on the beliefs...
1 Page 6 - Trainee Workbook

C21 Based on the beliefs identified and
the mission statement, the purpose
or vision is established. Visions are
detailed scenarios of "what could be".

The vision represents a picture of
what we want to look like when we
get there.

Visons tell how things could to
look in the fitture, not necessarily
the right way to get there.

CI For example, the vision foroneschool
in the restructuring process follows.

A school where differences are resp-
ected, attended to, and celebrated as
opportunities for learning.

A school where everyone, students,
faculty, staff, and administration is
actively engaged in teaching and
learning.

A school where a community of
learners work together to achieve their
goals.

The beliefs and mission statements
are operationalized into the school's
vision statement. The vision incl-
udes statements of what the school
visualizes for the future.

T#6

Our Vision

Based on our beliefs and mission statement
our VISION is

a school where differences are
respected, attended to, and celebrated
as opportunifies for learning .

a school where everyone (students,
faculty, staff, and administrators) is
actively engaged in teaching
and learning.

a school where a community of learners
work together to achieve their goals.

,/
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Creating a School Vision

Dive 11. Iftwordy antra ow*. ao4Nolo fkis HU. s.
U.gI loclidsWed

11.41.1. 1. 1.4 by i.e., welts st.r11
imeriboo I. 11.1.1 fl..Jt 00.6.
Nam Is VISION .11.1..16* orl/m your web. devall Ida Wm i
S.

WE believe:

Based on these beliefs the mission
for our school is:

Our VISION for the future is:

T#7

A need is...

the discrepancy between
"what is" and "what could be".

A#1
Creating a School Vision
Page 7 - Trainee Workbook

ID Each team will identify their beliefs
and values, write a mission state-
ment, state a vision for their school
that encorporates the beliefs and
the mission statement.

Allow 30 minutes to complete this
activity.

CI Choose a representative from
each team to present their
"Vision."

2.3 Identifying Skill Needs and Buildir.ig
Resources

A need is. ..
Page 8 - Trainee Workbook

0 When planning for change, it is
necessary to look at what currently
exists and compare it to what is
desired. The discrepancy between
"what is" and "what could be" is
considered a need.

Needs can be identified through a
process known as a "needs
assessement.

A needs assessment can aid the
team in identifying the current
skills of teachers and staff and
resources of the school.

The team then compares skills and
resources that are available within

Service Improvement Planning Trainer Guidelines
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the school to those needed to achieve
the school's vision.

The team can the determine the gaps
that exist between "what is" and
"what could be."

The School Profile is useful to many
schools gathering information to
complete a needs assessment.

Building a School Profile (Example)
Page 9-11 - Trainee Workbook

Information to develop a "School
Profile"is gatheredfrom observations
of students, teachers, classroom, and
school facilities. Interviews, and
other supporting data,a are used
that aid the team in drawing rep-
resentative picture of "who we are."

CI Section I describes the community
that surrounds the school.

Information such as area population ,

median income, area businesses,
schools, transportation, and recreat-
ional opportunities are detailed.

ID Section II includes information
about the school, describing the staff,
curricular, and physical resources.

It includes information on specific
instructional methods and manage-
ment strategies typically used by staff
in the school.

It also includes a statement of the
school's mission.

Building a School Profile T# 8
Sectiot I -Community information
Direction.: ascribe Ion nog sod be enesooly W povidios the
%Swim lo feematlos.

Name of community: Anywhere, USA

Locatkrt of community: South Central USA

Populaticn (lumber and com positim): 4,000; approxi-
matebt 10% ntinority (Native American, Afro-American,
Spanish speaking American), approximatek, 1% migrant farm
workers

Principal businessesfindushr Fox Creek Nuclear Power
Plant,USD 1194, Agriculture(catt_ wheat, corn, truck
farming, appks, pecan, walnuts), Natbnal Guard, Hospital,
Puppet Factcry, Collegiate Sportswear, Popcorn Factcry

Shoppinip 2 hardwarestores, limi ted spedalty shops, liquor
stores, grocery store, farm store, discoount store

Recreatimal opportunitis: Recreational center, lakes
(boating, swimming., skiing), swimming.pool, soccer, softball,
baseball Hds,_2 getlf courses, Senior Olizens Center,
bowling, trtt Hill Opera, travel, movie theater, skating

Public transportation:
Senior citizen bus
Recreation center bus

Educational facilities:
3 preschools (1 private)
1 elementary school
1 middle school
1 high school

1 junior college

Section 11- Sdtool Information
Deonibt yew wheal hy perwicling the Mimeos lofoneatiorti

Name of School: Anywhere Elementary Cedes Sowed: 0.0 Early (3 .4 yo)
teratisai Center of town within walking dIsionce o( foot food restaurants and shops

; weber of Marinas OrecheiNolimposition):
4115-5C0 (minority 10%. Native America% AfroAnerlosn, Spanish speaking Arnerkan)
(1% migrant (urn worker children)

: Prelossionalfpenprefewiesoal seaport
5 cooks 2 counselors 5 custodians
1 principal 2 secretarks 2 music teachers
2 psychologieta 1 SLP 2 PE sexless

. 1 risme 1 vision consultant 22 reg. oducAsochers
5 SPED Washers 2 Chepler I tandem

15 paraprofessionals I librarian
Caersealsehjed amos/rthted maks* offend,
meth technology Independent wady Werke
nodal( melting lower arto matins projects
PE/heolth musk /art Wormy eoc1 studylf n Icing
Imentery of classroom te...:....,preetken
Cpz,opztve learning groups

Students, with Cher guidance, devdop demo= practices on first day of *shoot
Ruks *repotted in sod dasiroom
School nein such as 'quiet new; -walk Lis the hallo; et. en elm poled
Approprete behavior role playing

. Certificates for good dean dew week, monthly for mimes-41% achinernent
i Scheel wholes stetweest

We recognios the et wientsentw ow school with dfferitg backgroun eh, nee* en d
poternlonal. We recognise thel cow et oder* n different ntol And In di Nettie ways
limed WI thew Web. we wet provide Irwnhg experiences ttr provide wid &mono*.
decision makbg and problem solokqe skille, proficiency In communise ion end Am-

; dank teepee for eell.othereand the Inveorerent, and NI sppredation I ot our
Amnion heellefer, he Ideals, and mall-cultural &tone

: Phyeleal leveed of the schools
Include map of the whool Including wool all spoor and Irwernory of spociollted
equipment (computers. AV equiprnentwk.) Indicate de tyal or scowl student And
teacher/etaff outgun...I welch space and the grad* of ou4k1 matter typically Mught In
wet spore Uee the lock of Ode page or include an additionel poge

Individoot atItTX.:"
Meld hips, weds' project.
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Building a School Profile
Section I - Conununity Information
Mehra AAA* per 4401414114 twormbay Iflowidloplior NMI% 144.4414%

Namt of community:

Location of community:

Population (number and composition):

Principal businesses/industry:

Shoppin

Recreational opportunities:

Public transportaLion:

Educational facilities:

This section also describes the phys-
ical layout of the school, including
the number of classrooms, storage
space, rooms available for curricular
needs such as a music room, art
room, science lab, fifth grade class-
room, etc.

The physical accessibility of the school
can also be included in this section.

Section III describes the student pop-
ulation of the school. It includes the
number of students identified as in
need of special education services,
and the number of students who are
not currently attending their home
school.

Building A School Profile
#2 Pages 12-14 - Trainee Workbook

U Note: Participants will need school
enrollment, staffing information,
map of school, student placement
numbe rs, community data (typically
obtainable from the Chamber of
Commerce), a telephone book, and
the school policy manual to complete
this activity. This activity could also
be given as a homework assignment.

U Each team will complete the School
Profile using theform provided. The
information should describe what
currently exists in the school and
community. For participants that do
not represent a specific school infor-
mation could be provided.
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LI Allow 45-60 minutes to complete
this activity.

CI Ask a representativefrotn each team
to present their Profile to the group.
This is particularily useful when
the teams are from the same school.

1:21 Another tool used by many schools
to gather information necessary to
complete a needs assessment is the
Inclusive School Checklist. This
checklist zvas adapted from the
Severely Handicapped Integration
Checklist (Stainback & Stainback,
1985).

It is designed to help teams estimate
the intensity of inclusive practices
in the school environment,theclass-
room environment, in instructional
design and delivery, and with
nondisabled peers.

The Inclusive School Checklist
A#3 Pages 15 - 16 - Trainee Workbook

Each team will complete the Inclusive
School Checklist. Team response
should reflect what currently exists
in the school and classrooms.

F or participants that do not represent
a specific school information could
be provided.

LI Allow 15-20 minutes to complete
this activity.

Trainee Workbook
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Ilve Inclusive School Checklist
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5 5 7 6 5 4 3 2 I 0

I 7 6 4 3 2 1 0

666
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5 1 3 2 1 0

143000
5 4 ) 3 1 0

5 4 3 3 1 0

3 1 1 1 I 0

9 AI 7 6 5 3 2 1 0

I 7 6 5 4 3 2 1 0

9 7 6 5 4 3 2 1 0
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2.4 Organizing and Prioritizing Needs

Needs Assessment Analysis
rr#9 (Example)

Page 17 - Trainee Workbook1

The Needs Assessment Analysis
helps organize the information from
the School Profile so areas of need are
easily identified and can be
prioritized.

0 It is divided into four sections:

school needs

classroom needs

instructional needs, and

student needs.

10 It is possible that some overlap will
occur between categories. For
example, if a school is to become an
inclusive school, it is necessary that
all students be provided the opport-
unity to participate in school act-
ivities such as special programs,field
trips, clubs, etc. This could be tar-
geted as a student need and/or an
instructional need.

CI After needs are listed, they are prior-
itized. Needs receiving top priority
are targeted for action.

Needs Assessment Analysis
fA#4 Page 18 -Trainee Workbook
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Participants may want to refer to
A#2 on pages 12-15 of the Trainee
Workbook to complete this activity.

Using the information from the
School Profile and the Inclusive
School Checklist identify the needs
that will close the gap between "what
is" (information taken .from School
Profile) and "what could be" (vision).

Allow 30-45 minutes for this
activity.

O Select a representative from each
team to share the results of the
activity.

2.5 Planning for Action

U After determining needs and estab-
lishing priorities, the next step is to
develop an action plan.

Action Plan for Becoming an
l'g#1% Inclusive School (Example)I' 1 Page 19 - 21 - Trainee Workbook

The action plan is developed using
specific problems/issues that are
derived from the needs assessment.

The example demonstrates the
process of developing an action plan.

The specific need identified as the top
priority is "collaboration between
regular and special education staff "
This area of need was identified as an
instructional need. Four additional

Service Improvement Planning Trainer Guidelines
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needs, by rank, include: 2) overall
disipline philosophy 3), peer teacher
observations 4), communication
among staff 5), and classroom funds.

CI The next step is to brainstorm
solutions to each identified need in
order ofit'spriority(use an additional
form for each priority).

Each solution is then rated according
to the likelihood of occuring and the
impact it would have on the school.
The scale ranges from 1, (a low
likelihood of occurence or impact), to
5 (a high likelihood of occurrence and
impact).

CI Next, based on the likehood of occur-
ence and impact, the team must
reach consensus on the top four
solutions.

The solutions chosen in the example
are priorized as: 1) 1 day a week 1/
2 hour meeting, 2) computer com-
munication among staff 3) students
arrive 15 minutes early 4 days a
week, then leave 1 hour early on the
fifth day (Friday) and 4) reimburse-
ment for teachers for planning/
meeting time on Saturdays.

1:1 The next step is selecting a strategy.
This step describes how the solution
selected will be implemented. For
example, a strategy for implementing
the solution prioritized as number 1,
conducting a 1/2hour meeting 1 day
a week for collaborative planning,
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follows:

1) The principal will consult the
master schedule to determine a 30
minute time period available 1 day a
week.

2) The principal will notify staff

3) Staff will design procedures to
notify team members of meetings
(includes who calls meeting, sched-
uling meeting, agenda setting, etc.)

4) The principal will identify individ-
uals who are available to relieve
teachers during this meeting time.

CI The next section of the Action Plan
clarifies the strategy by identifing
"what," "who," "when," "where,"
and "how."

Ci (What)-The steps necessary to accom-
plish the strategy are broken out. In
this example, the strategy (task), a
1/2 hour meeting one day a week, is
clarified.

In the example, there are four actions
necessary to accomplish the task:

1) review master schedule,
2) notify staff,
3) identify relief staff for teachers

who are needed for meetings, and
4) set procedures for scheduling

meetings.

Servio ; Improvement Planning Trainer Guidelines



Trainee Workbook Trainer Guidelines

A#5

A v
-8 CI (Where)- In the example, all actions
1 I 11 t. . . .

take place in the school building.

: 1 1 1 11111 111 1 1 1 1 CI (How)-By what means will the teamIill"' h Milli evaluate each of these actions.

i111 II I In the example, the team will use the

A 1 monthly staff meeting to discuss

1 biliiiii 4
problems and determine ways to
refine and fine tune the procedures.

: 1 11111111 leM 1

FM! 1111 1 Action Plan for Becoming an
4si 1%44 A Inclusive School (Form)

.4 el ,Ji#5 Pages 22 - 24 - Trainee Workbook

CI (Who)-Persons responsible for
accomplishing each step identified
above are identified.

In the example, the principal is res-
ponsible for reviewing the master
schedule, notifying staff of meetings,
and identifying relief staff. A com-
mittee composed of 4-6 faculty mem-
bers is responsible for designing
team meeting scheduling procedures.

(When)-Beginning and ending dates
for each action are determined.

In the example, the principal begins
reviewing the master schedule for a
30 minute meeting time on 9/20 to
be completed by 9/23. Staff is notified
on 9/24. The principal has from 9/
24 - 9/30 to identify relief staff. The
faculty committee has from 9/30 to
10/7 tu design team meeting sch-
eduling procedures.
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Based on information collected from
the needs assessment, each team will
complete an action plan.

Identify specific problems/issues and
the general area under which they
fall.

Explore alternatives and indicate the
likelihood and the impact.

Arrive at consensus on the best
alternatives.

Describe the strategy, and clarify the
strategy.

[Zi Allow one hour to complete this
activity.

CI Have one representative from each
team discuss their action plan.

1111111-.
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T#11

Inservice Development Outline
(Example)

Ithwtions LW the iethaerkth rthostlorowitenioy staff bomb. plan. Aare en X
nest to the towns. that bole dosed*, your *denim plasm Provide
additiond informattra M Um kink mum provided.

What prompted the moil for the *writs
Staff request foe teeming in lair& ;mix m tutors for students
with diverse learning abilities.

1. Hs., do you Sao 5. detembse dee ow 4 foe ineenini Indalast

.L A Forma aseseeminu
1 (Weselonsaire
C htforrul (Mon:melon up.or
D. Observe/ behavior Ispedfy

1 To wham see you pleasing to provide traltille ale& all that apply.

is_ A. Genes: Wucation miff
Special education mai

C Students without divan loathing abilities
D. Suppon naf f (specify:
E. Related mono: staff aped( y
F. raMlb of Madams without diverse learning

_ G. Parents of Modems with diverse lamb% abilities
H. School edmirisbatote
L Othne (specify:

What LI the general attitude of the intended audience toward the subien
of the Worths training?

X A Positive
R. Demist
C Napa.

What is the printery purpose of dee ineemice?

A.
X. 13.

C
D.

Attitude change
Increase knowledge
Teach skitt(e)
Facilitate implementation of a skill or skills
Evaluate implementation effort,

: S. What is the overall goat? (Whet do you expect In do?)

train ItACheri IC 'Hod:Welly use peer tutors

4. What type of *service format le planned?

_X C

Informal (1:1 talk es confetence)
Pinettentation

1/2 how
I hom
2 hours

Workshop
1/2 day

_ I day
Other (specify:

LIM the motor points to be m wle es mordent to be covered?

1. General Information cm peer tutoting for students with diverse
learning abilities

2. How lu chow peer tuMre.

3. How *train peer tutors h3 work with students with diverse
learning reeds.

4. How to evalua a peer tutors.

Trainer Guidelines

3.0 Meeting Needs Through
Inservice Training

DevAoping an Inservice Training
Outline

#11

0 Change creates new challenges
within any structure or organizat-
ion. As change occurs, the needs of
the school and staff become apparent.
Staff revitalization is alway necessary
but may be underscored as schools
welcome all students, regardless of
disability, into the general education
environment.

Needs identified through the needs
assessment process, that require an
expanded knowledge bases or skill
training for faculhj and staff can be
targeted for inservice training.

Inservice Development Outline
Pages 25 -27 - Trainee WorkbookMit

ID This outline is designed to organize
information for inservice training.

ID The first step is to indicate the issue
that prompted the need for inservice
training.

In this example, the third grade team
decided to use a peer tutoring system
for math facts and word recognition
skills. They had not used peer tutors
before and requested training. They
were especially interested in learning
to use peers as tutors for students
with disabilities.

INIMM
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To plan training to meet the specific
needs of the staff, it is usually a good
idea to follow up a training request
with a request for more information.

This information will aid the person
or persons planning the training to
narrow the scope and content of' the
training.

In the example, planners decided
that a questionnaire (specifically a
checklist) could provide information
to narrow the focus of the training.

C:1 The next question asks who the target
audience will be. This information is
necessary for determining the tech-
nical content of the training. For
example if parents are the primary
audience,professional jargon should
be kept to a minimum.

In the example, the general education
staff (includes both special and reg-
ular education) are targeted. Inser-
vice planners would know to include
examples and suggestions useful to
both special and regular educators.

CI The attitude of the au dience toward
the topic is sometimes useful infor-
mation. The person who is conduct-
ing the inservice training needs to be
aware of any hostility or anxiety the
audience may be feeling toward the
topic.

In the example, it was felt that there

ilolemIthellk1111111

I. What type of wella cc owtorlale will you swat
Cher* all that apply.

Live prthentatIce
Slides ispwityi
Vidp bp. weidyr. Pow Interactions
Oved.de opHify, Serks leclude etragegies foe peer Iv ox

GoeCeposkse ispocIfyi P. Stwalser

Other (specify,

& How will yam *whim yaw imervlar tritinthe

A.
X &

C
D.
E.

Short questionnaire (spedir verbal or written)

Chaklist 6Pecityymniuseuadfacitaimaa_
Otwervation (specify;
Studer t dump data %wily:
Other biwityt

When will the Insorrica wale

A Mont school
Aihr whool

C Meths wheel day (sped fr morning
D. Schodelad wireling Ispoeltr
E. Other lspecIfyi

I/. Whew will the theersin meat Syerity location.
1WkIdle School libcary
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was a positive attitude among staff
concerning peer turoring training.

CI In the example, the planners decided,
based on the information obtained on
the questionnaire, to provide some
basic information on peer training
and also to plan time to teach the
staff how to choose, train, and eval-
uate peer tutors.

CI Knowledge of the training outcome
or the purpose of the inservice will
also help focus the training effort.

Li The next question asks planners to
state the overall goal of the inservice.

In the example,the planners' overall
goal is to provide enough training so
teachers can effectively engage all
students in classroom activities.

0 An essential part ofinservice develop-
ment is to decide how the training
will be delivered. This decisision
should be based on the purpose and
overall goal of the inservice training.

In the example, planners felt that a
half day workshop was necessany to
train skills in choosing, training,
and evaluating peer tutors.

la The major points to be covered
during the training are listed in the
next question.

The example lists four major topics:
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1) General information on class-
wide peer tutoring.

2) How to choose peer tutors.

3) How to train peer tutors to work
with students with disabilities.

4) How to evaluate peer tutors.

Effective inservice training requires
a variety of resources including mat-
erials and media equipment.

Training planners need to decide
what resources will be necessary to
achieve the purpose and goal(s) of the
training.

In the example, a video entitled Peer
Interactions, a set of commerically
prepared overheads entitled Series to
Include Strategies for Cooperative
Learning and Peer Tutoring, and a
guest speaker are listed.

Evaluation is a major component of
inservice training. Planners need to
specify the method used to evaluate
the impact of the training. This can
be accomplished through a variety of
means including: a questionnaire, a
checklist, observation, student
change data, or other specified means.

In the example, training planners
decided to use a simple one page
consumer satisfation scale. They
were interested in the participants'
opinions regarding the design,
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A#6
Inservice Development Outline

Directions: ?lace and X next to t,he response that
tlie blank

space provided.
Concern: Mritvlagrapted the need for the

How do you plan to determine the need for
inservice training?

_ A. Formal assessment
B. Questionnaire
C Informal information specify:
D. Observed behavior (specify:

2. Who are you planning to provide training to?
Check all that apply.

A. General education staff
B. Special education staff
C. Students without disabilities
D. Support staff (specify:
F. Related service staff (specify:
F. Parents of students without disabilities
G. Parents of students with disabilities
H. School administrators
I. Others (specify.

3. What Is the general attitude of the intended audience toward
the subject of the instrvice training?

_ A. Positive
B. Neutral

_ C. Negative

delivery, and value of the inservice.

The next question addresses when
the inservice is to occur. The opt-
ions listed include: before school
after school, during the school day, at
a previouslyscheduled meeting, or
other.

In the example, the training planners
learned from the questionnaire cir-
culated (Question #1) that mornings
were the most favored time for
training.

The final question asks training
planners to to specify where the
training will occur.

In the example, the school library
was choosen as the training site. The
large tables in the library would be
useful as teachers would be work-
ing in teams and a number of
activities.

,Inservice Development Outline
A#6 Pages 28 - 30 -Trainee Workbook

Each team will complete an Inservice
Development Outine. Use inform-
ation obtained on the Needs Assess-
ement (Activity #5).

Allow 30 minutes to complete this
activihy.

Choose a representative from each
team to present their outline.
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3.1 Developing an Inservice Training Plan

T#12 Inservice Training Plan (Example)
Pages 31 - Trainee Workbook

CD Once the inservice training is out-
lined and planners have a rough
idea of the scope and direction of
the training a more detail& plan
can be developed.

0 This is an example of an inservice
training plan developed from the
Inservice Development Outline.

CI Basic information such as audience,
primary purpose of training, date(s)
of inservice, location of inservice,
and media/materials needed is taken
from the Inservice Development
Outline.

For the example, the audience is
identified as the general education
staff, anticipated number for the
training is 50 participants.

The primary purpose of training is
to provide information and skill
development in choosing, training,
and evaluating peer tutors.

The date and location of the training
is August 20 at the Middle School
librany.

Media/materials needed include a
videotape, a VCR, an overhead proj-
ector, and a screen.
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U The overall goal is recorded next.
This is also taken from the Inservice
Development Outline.

In the example, the overall goal
identified by trainers is to provide
training to teachers to effectively
engage all students in classroom
activities.

ID The next areas covered in the Train-
ing Plan are specific objectives of
the training, the activities designed
to accomplish the objectives, the time-
lines to follow, and the method of
evaluation.

Ci Inservice trainning plan-ners ident-
ified the following four participant
objectives and related activites,
thaelines, and evaluation methods.

Objective 1 - describe assumptions
behind and uses of same age peer tut-
oring strategies.

The activities designed to accomplish
this objective include a video combin-
ed with a lecture supplemented by
overheads.

It is estimated the video will take
approximately 20 minutes with the
accompanying lecture and overheads
requiring approximately15 minutes.

Evaluation will consist of questions
asked by the presenter and answered
by the participants, a checklist to be
completed by the participants and
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group discussion is also planned.

Objective 2 describe and develop
procedures to choose peer tutors.

The activities planned include lect-
ure and use of small grade level plan-
ning groups.

Groups will develop procedures for
use in their classes with their
students.

The time period for this objective is
approximately 55 minutes.

Each group will present this com-
ponent of their peer tutoring plan
at the end of the workshop.

Objective 3 describe and develop
procedures to choose peer tutors.

The activities planned include lec-
ture and use of small grade level
planning groups.

Teams will develop procedures for
use in their classes with their
students.

The time required for this objective
is approximately 55 minutes.

Each team will present this compo-
nent of tht;r peer tutoring plan at
the end of the workshop.

Objective 3 - describe and develop
procedures to train peer tutors.The

25.
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activities planned include lecture
and use of small grade level plan
ning groups. Teams will develop
procedures for training tutors for
use with their students.

The time required for this objective
is approximately 60 minutes.

Each team will present this compo-
nent of their peer tutoring plan at
the end of the workshop.

Objective 4 - describe and develop
procedures to evaluate peer tutors.
The activities planned include lec
ture and use of small grade level
planning groups. Teams will de-
velop procedures for training tutors
for use with their students.

The time required for this objective
is approximately 60 minutes.

Each team will present this cornpo-
nent of their peer tutoring plan at
the end of the workshop.

Objective 5 - present the process
developed.

This requires each team to present
using a large group format.

Thirhy minutes was set aside for
groups to present thier final product.

Evaluation is provided in the form
of comments and suggestions from
the whole group and the trainers.
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A#7

Objective 6 - provide feed back to
trainers on the design, delivery, and
value of the inservice training.

This requires each participant tocom-
plete a one page consumer satisfact-
ion scale.

Fifteen minutes was set aside for
groups to present thier final product.

Inservice Training Plan
Pages 32 - Trainee Workbook

Use the Inservice Development Out-
line completed m A#6 , to design an
Inservice Training Plan.

O Allow 20 30 minutes to complete
this activity.

Ct Choose a representative from each
team to present their training plan.

3.2 Post Test

Optional - see Pre/Post Test Section

A#7
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